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Agency 
City of Frederick 

Division/Unit 
Office of the Mayor/Golf Course 
Administration 

Item No Description Retention 

Clinic files 

Member files 

Junior camp 

Merchant processing card information 

Maryland State Golf Association 

Time sheets, copies 

General correspondence 

Project files 

Daily close-out sheets 

Events 

Retain for 1 year, then destroy 

Retain for life of membership, 
then destroy 

Retain for 1 year, then destroy 

Retain for life of agreement plus 
4 years, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for 2 years, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Retain for life of project plus 4 
years, then destroy 

Retain for 3 years, then destroy 

Retain for 2 years, then destroy 

Approved by Department^Agency or Division Representative 

Date 

Signature 

Type Name ~2>i/jA^d F/effs 

Title /4k?e£ Gojfi PrJtrJjf/Ortd 

Schedule Authorized by State Archivist 

Date OCT 2 2 2001 

Signature 
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Item No Description Retention 

z Vendors Retain until updated or 
superseded, then destroy 

1 Budgets, copies Retain for 3 years, then destroy 

lo Purchase orders, copies Retain for 2 years, then destroy 

II Golf Course - Maintenance 
Personnel files Transfer to HR upon termination 

of employee 

}^ Pesticides - inventories, MSDS, application information Retain for 40 years, then destroy 

1? Equipment files Retain for life of equipment, 
then destroy 

Maintenance information Retain for life of equipment, 
then destroy 

Irrigation files - daily usage, maintenance/repair, pump 
station 

Retain daily usage for 30 days, 
then forward to Water 
Treatment; retain remaining 
information life of system, then 
destroy 

It Manuals and catalogs Retain until updated or 
superseded, then destroy 

17 

It 

Alphabetic files - horticulture, Audubon, fountains 

Golf course - restaurant 
Payroll, copies 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Transfer originals to mayor's 
office; retain copies for 1 year, 
then destroy 
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Item No Description Retention 

If 
Purchase orders Retain until closed, then destroy 

9.0 Health Department files Retain 5 years and until all audit 
requirements have been met, 
then destroy 

Agreement - Coca Cola Retain for life of contract, plus 4 
years, then destroy 

Beverage cart Retain for 1 year, then destroy 

5 3 Kitchen equipment Retain for life of equipment, then 
destroy 















' Screen annually. Destroy material having ndty 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 

' document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



























• Screen annually. Destroy material having nq* 
further fiscal, legal or operational value. Retain 

' permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 














